Overview

Introduction

Known Issues

Career Sea Pay Premium

This guide provides the procedures for starting, stopping and correc
Career Sea Pay Premium (CSPP) in Direct Access (DA).

fWhen approved PCS Orders have
NOT be able to start CSPP for the correct begin date.

1 If submitting transactiasout-of-range, the SPQwill submit theCSPP
Start Date Calculator Spreadsheetia a troubleticket to
PPCcustomer care AFTER approving the CSPP action request in |

1 Also submit theCSPP Start Date Calculator Spreadsheatia a
troubleticket to PPQcustomer care if having trouble inputting or
approving the transaction.

1 Career Sea Paremium (CSPP) for TACLETisfollow the steps in
this guide, specifically the note on step 14 of the Starting CSPP se

New Form as of Here is the newCareer Sea Pay Premium WorksheetCG-2036).
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Starting CSPP

Introduction This section provides the procedures for starting CSPP in DA.
Procedures See below.
Step Action
1 | SelectSea Time Balancefrom the Active & Reserve Pay Shortcuts pagelet.
Active & Reserve Pay Shortcuts c GO
Direct Deposit Proxy - Submit Absence Request
Voluntary Deductions SGLI + FSGL
Maintain Tax Data USA Housing Allowance
Cost of Living Allowance Dependent Information
BAH Depndnt'EmrgncyData Empiid MGIE Enrollments
Sea Time Balances I AvIP
View Payslips (AD/RSV) Net Distribution
Pay Calendar Results View Member W-25
Proxy - Submit Non-Charge Abs

2 | Enter theEmpl ID and clickSearch
Adjust Sea Time

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value

Search Criteria

Empl ID [begins with ‘v ][1234567 |

Empl Record
Name
Last Name
Second Last Name
Alternate Character Name
Middle Name [begins with V|
Business Unil
Department Set ID
Department

[ Include History [l correct History [Icase sensitive

] L
Clear Basic Search [ Save Search Criteria

P L

Continued on next page



Starting CSPP, continued

Procedures
continued

Step Action

3 | Verify the member has at least 3 years of Sea Time.
Adjust Sea Time

@r_LI_C_E_'-I'\_I’a_Y_n_E_ Employee EmplID 1234567 Empl Record 0
Career Sea Time Find | View All First ‘4 10f82 '* Last
Years Months Days
Last Calculated: 07/31/2019 Sea Time For Pay: I 3 3 20 I
Comment: Sea Time Accrual of 15 days. Processed on 2019-07-23-21.52.21.000000.

Last Updated: 7654321 07/23/19 9:52PM
Sea Time Stop Transactions Personalize | Find | I’j|| E First ‘4 10of1 '} Last
Sea Pay Stop Audit Information | [[F=7K
Begin Date End Date Delete
1|05/23/2018 1) 05/23/2018 3 O
'mlSave ||t Retumn to Search =] Notify 7| Update/Display _# Include History 7 Gorrect History

4 | Return to the Home screen and selett Datafrom the HR Data Shortcuts

agelet.

HR Data Shortcuts e
Personal Information Job Data

Dependent Information Search by 55N

Email Address Find an Employee

Continued on next page



Starting CSPP, cContinued

Procedures
continued
Step Action
5 | Enter theEmpl ID, check thdnclude History box and clickSearch

¥ Search Criteria
Empl ID

Empl Record

Name

Last Name

Second Last Name
Alternate Character Name
Middle Name

Business Unit
Department Set ID

Department

begins with| V|
-

begins with V|
begins with| V|
begins with ﬂ
begins with ﬂ
begins with V|
begins with| V|
begins with ﬂ

begins with| V|

Find an Existing Value ‘ Keyword Search

1234567

@nclude History [lCorrect History [lCase Sensitive

Search Clear Basic Search Ij Save Search Criteria

Continued on next page



Starting CSPP, cContinued

Procedures
continued
Step Action
6 Usethearrowson t he Work Location tab to

searching for the Effective Dates to use in the CSPP computation (and to v
the member has 36 consecutive months of sea time).

Work Location Job Information Job Labor Payroll Salary Plan Compensation
Bruce Wayne Empl ID 1234567
Employee Military Service Empl Record 0
Work Location Details @ Q I 10f13 [V b M
*Effective Date | 01/01/2019 Go To Row +| =
Effective Sequence 0 “Action | Pay Rate Change V]
HR Status  Active Reason | Cost-of Living Adjustment ﬂ
Payroll Status  Active “Job Indicator | Primary Job v
s ]
Position Number | 00090533 Q DUTY Current
Use Position Data
Position Entry Date | 09/04/2018
Position Management Record
*Regulatory Region |AD Q Active Duty
Company ACG UNITED STATES COAST GUARD
*Business Unit |[ENLCG Q Enlisted CG
*Department | (008578 Q GGG WAESCHE
Department Entry Date |09/04/2018
Location | CAQ462 a WMSL GREW BRAVO-ALAMEDA
Establishment ID Q Date Created  01/04/2019
Last Start Date  10/19/2015
Expected Job End Date
~ Military Reserve Class Code Q
Component Category Q
Job Data Employment Data Benefits Program Participation
Save I Return to Search Notify Refresh Update/Display Include History Correct History
Work Location | Job Information | Job Labor | Payroll | Salary Plan | Compensation

Continued on next page



Starting CSPP, cContinued

Procedures
continued
Step Action
7 | First, scroll to identify the beginningffective Dateof sea time for the member

(this Ex. is 12/11/15 othe CGC Forward).

Work Location

Bruce Wayne

Employee
Work Location Details (7
“Effective Date

Effective Sequence

HR Status

Payroll Status

Position Number

Position Entry Date

*Regulatory Region

Company

*Business Unit
“Department
Department Entry Date
“Location

Establishment ID

Job Information

Military Service

Job Labor Payroll Salary Plan Compensation
Empl ID 1234567
Empl Record 0
Q
12/11/2015
1 “Action | Transfer
Active Reason | Permanent Change of Station
Active “Job Indicator | Primary Job
00024066 Q DUTY History
Use Position Data
1211112015
Position Management Record
AD Q Active Duty
ACG UNITED STATES COAST GUARD
ENLGG a Enlisted GG
000516 a CGC FORWARD
1211172015
VA0038 a CGC FORWARD
Q

4 4 1of13)v|
Go To Row + -
v
v
v
]

Date Created 01/06/2016

Continued on next page



Starting CSPP, cContinued

Procedures
continued

Step Action

8
(9/4/18 on the CGC Waesche).

If applicable, scroll to identify the beginnirffective Dateon the next vessel

| Work Location | Job Information Job Labor Payroll Salary Plan Compensation
Bruce Wayne Empl ID 1234567
Employee Military Service Empl Record 0
Work Location Details (@ Q I WM 4 (3ofi3 [V P M
*Effective Date Go To Row + -
Effective Sequence 0 “Action | Transfer v
HR Status  Active Reason | Permanent Change of Station ﬂ
Payroll Status ~ Active “Job Indicator | Primary Job ~
Position Number 00090533 Q DUTY History o
Use Position Data
Position Entry Date | 09/04/2018
Position Management Record
*Regulatory Region AD Q Active Duty
Company ACG UNITED STATES COAST GUARD
*Business Unit |[ENLCG Q Enlisted CG
“Department 008578 Q CGC WAESCHE
Department Entry Date | 09/04/2018
"Location |CAQ462 a WMSL CREW BRAVO-ALAMEDA
Establishment ID Q Date Created 09/05/2018

go the memberds PCS Orders

To identify the date the member left the previous vessel & to verify neutral t

(Depar

PCS Order || Notes | Funding | Approval || Audit
ﬁ[gggﬁ\f}{aryﬂg EmplID: 1234567 Empl Record: 0
Trans ID: 2474262 Order Action: | v| | Ge
Order Begin Date:  05/22/2018 Order Type: Permanent Change of Station
Order End Date: 0572472018 ‘Order Status: Finished
PCS5 Basic Information
Current Department: 000516 CGC FORWARD Project Code: TG1 Q
Cumrent Location Code:  VAQ038 CGC FORWARD Program Element: |16 QL
Cumrent Position Number: 00024066 DuTY Fund Source: O&S-Mil Py
Current Job Code: 432096 FN
Action: XFR |Q Reason Code: PCS  C Mutual Code: |Standard | Rotation Dt 08/01/2018 31
Authorizing Official: |Barbara Gordon, YN1, USCG
] Govt Credit Card Holder [lis Travel Authorized for these Orders? Route for Approval
Itinerary Personalize | Find | £ = First ‘&' 130f3 '}/ Last
Seq Travel Type Travel Approval Estimated Date Actwal Date Nature of Duty Deptid Description Position Description Location Description
Nbr
1 Depart Approved 0572272018 052272018 |Duty CGC FORWARD DUTY CGC FORWARD
05/23/2018 Travel Time
A SCHOOL STUDENT - MARITIME LAW ENF
99 Report Approved 05/24/2018 052412018 Duly ME A SCHOOL ME ACADEMY
Continued on nextage



Starting CSPP, cContinued

Procedures
continued
Step Action
10 | In this examplethe member haback to back orders with 3 months and 13 da|

delay time authorizeBn route between Career Sea Pay (CSP) eligible units.
delay time is considered neutral time.

CGC FORWARD CGC WAESCHE
RPTT 12/11/2015 18 05 22 RRJO9/04/2018 18 09 04
DPTi 0522/2018 -1512 11 (Prior Sea Duty) -0205 12

020511
+ 01
02052

Sea Duty Base Date 16 03 24

Career Sea Duty

Sea Duty Base Date 16 03 22
(plus 3 years) 08 00 00
CSPP Start Date 19 03 22

Using the PPC (MAS) CSPP calculator, we can verify the calculatitsisg the
start date of 22 March 2019, the calculator identifies the member nowykasss
and 1 day of consecutive sea duty and confirms the correct start date for C

Start / Stop Dates Must Equal @

Directions
(MM/DD/YYYY)

Sea Time for Period

Cumulative Time

Yrs. 0 Mos, 1 Day)

Stop Date is...

Enter the "Start Date" for the
FIRST period of Sea Duty.

2015-12-11

Years Months Days

Years Months Days

Enter the "Stop Date" for the
FIRST period of Sea Duty.

Enter the "Start Date" for the
SECOND period of Sea Duty.

2018-05-22

2018-09-04

Years Months Days

Years Months Days

Enter the "Stop Date" for the

SECOND period of Sea Duty.

2019-03-22

0 6

19 ‘ 3 0 1

Keep Adding Time
Periods

Correct Start Date

Continued on next page



Starting CSPP, continued

Procedures
continued
Step Action
11 | To start the CSPP, selecareer Sea Pay Premiumn the Payroll Requests
agelet under the Request tab on the Home page.
My Page Self Service " Requests |

Self Service Requests - ov
Submit an Absence Request Mon-Chargeable Absence Request
View My Absence Requests Submit a Delegation Reguest
View My Requests (all types) PHS Submit Retirement Docs
Submit a Drill Request User Access Request

Payroll Requests T ov
View My Requests Absence Request
Civilian Clothing Allowance Suppl Clothing Allowance
Officer Uniform Allowance Diving Duty Pay
Foreign Language Pay Hazardous Duty Pay
Family Separation Allowance Advance Pay

Advance Liguidation Schedule SDAP
Meal Rate Cadet ICA
Hostile Fire Pay Combat Tax Exclusion

Career Sea Time Career Sea Time Override

ICareer Sea Pay Premium I Balance Adjustment

Hardship Duty Pay Pay Corrections

Responsibility Pay Override Career Sea Pay on TDY

Approved Absence Corrections Cadet COMRATS

PHS Installment Special Pay PHS Monthly Special Pay

EBDL Completion Remove EBDL Completion

Proxy - BRS Enrollment Proxy - BRS Disenroliment

Proxy - Continuation Pay TSP Adjustment Request

Mon-Chargeable Absence

Request Reports - 6&v
Absence Request Listing SPO Pending Transaction Report
Mon-Chargeable Absence Counts

Continued on next page



Starting CSPP, continued

Procedures
continued

Step

Action

12

Enter theEmpl ID and clickAdd.

Add Action Request

Add a New Value

Empl Record 0Q

Add

Empl ID|1234567 Q

13

Enter theBegin Dateand clickGet details Enter alCommentand clickSubmit.

Action Request
Submit Career Sea Pay Premium

Bruce Wayne

Requesting Career Sea Pay Premium

Request Details

Begin Date: 03/22/2019  [»)
End Date: [

Get Details

Request Information

Department: 008578
Description: CGC WAESCHE
Sea Pay Level: DPT - Career Sea Pay Level 5

= Enter the Begin Date the member become eligible for Career Sea Pay Premium.

+ Enter an End Date or leave blank. If an End Date is not entered, then Career Sea Pay will continue until a stop transaction is entered.
+ Press Submit.

Comment: Start Career Pay Premium

| Submit I Resubmit Withdraw

Continued on next page



Starting CSPP, cContinued

Procedures
continued

Step Action
14 | When entering a Retro Transaction (in this examghe)due to the Known

Issue, this message the onebelowwill display. Click OK. If done timely, skip
to Step 16.

NOTE: When you receive this Message when trying to start retro (not in the

current pay cycle) Career Sea Pay Premium:

1 First, verify that Career Sea Pay is running.

1 Next, the SPO should be aliteenter and approve the CSPP for a date in th
current open calendé@use the first of the month for migonth or the 18 of
the month for enanonth.

1 After approving the CSPP transaction, the SPO must submit a Pay Corre(

Action Request to changkd Begin Date to the correct date and have that
transaction approved.

Action Request
Submit Career Sea Pay Premium

Shiee b
Requesting Career Sea Pay Premium

- Enter the Begin Date the member become eligible for Career Sea Pay Premium.

- Enter an End Date or leave blank. If an End Date is not entered, then Career Sea Pay will continue until a stop transaction is entered.
+ Press Submit

Request Details

Begin Date: 03/222019 [
End Date: 1]
Get Details

Request Information

Department: 008578
Description: CGC WAESCHE
Sea Pay Level: DPT - Career Sea Pay Level 5

Comment: Message
Member has 2 years at sea. Members require at least three years sea time to save. (30003,135)
ST fesubut This member does not have three years of sea time. In order to submit a Sea Pay Premium transaction, the member must have a minimum of
three years Sea Time.
Message

Member is not receiving Career Sea Pay. Not eligible to get Sea Pay Premium. (30003,160)

This member does not receive Career Sea Pay. In order to submit a Sea Pay Premium transaction, the member must receive Career Sea Pay.

Note: If you see this messageait until the calendar finalizes to start CS&el
then complete pay correction for theorrecteffective date.

Continued on next page



Starting CSPP, cContinued

Procedures
continued

Step Action

15 | Enter theBegin Dateand clickGet details Enter aCommentand clickSubmit.
Action Request
Submit Career Sea Pay Premium

Bruce Wayne

Requesting Career Sea Pay Premium
+ Enter the Begin Date the member become eligible for Career Sea Pay Premium.

+ Enter an End Date or leave blank. If an End Date is not entered, then Career Sea Pay will continue until a stop transaction is entered|
+ Press Submit.

Request Details

Begin Date: 0411112019 |

End Date: E1

Get Details

Request Information

Department: 008575
Description: CGC WAESCHE
Sea Pay Level: DPT - Career Sea Pay Level 5

Comment: Start Career Pay Premium

I Submit I Resubmit Withdraw

16 | The transaction is noRendingapproval.

Submit Resubmit Withdraw
SPO Approver
Request Status]Pending |
Approvers
Pending
Multiple Approvers
CGHRSUP for User's SPO

17 | Once approved, it can be viewed by seleckiag Calculation Resultsn the
Pay Processing Shortcuts pagelet.

Pay Processing Shortcuts - O

| Pay Calculation Results' Element Assignment By Payee

One Time (Positive Input)

Continued on next page



Starting CSPP, cContinued

Procedures
continued

Step

Action

18

Enter theEmpl ID and clickSearch

Results by Calendar Group

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value

w Search Criteria
Empl ID

Empl Record
Calendar Group ID

Name

Search Clear

begins with|™|

12345667

- M
begins with V|

begins with| V|

Basic Search ,__-J-."‘ Save Search Criteria

Continued on next page



Starting CSPP, cContinued

Procedures
continued

Step

Action

19

Select theCalendar in which the Premium began to validate that the deducti(
correct (if applicable, a prorated amount).

Search Results

View All

Empl ID

1234567

1234567

1234567

Empl Record Payment Date
0 05/31/2019
0 05/15/2019

0 05/01/2019

1-920f92 ~

Calendar Group ID Name

C119051

C119050

C119041

Bruce Wayne

Bruce Wayne

Bruce Wayne

1234567 O 04/15/2019 C119040 Bruce Wayne
1234567 0O 04/01/2019 C119031 Bruce Wayne
122AGRT N N2V1EN410 [ K Ko TaksTal Bruro Waowvwno

Calendar Group Results

Bruce Wayne

Calendar Group ID  C119040

Earnings and Deductions Accumulators

Employee

Empl ID 1234567
201904 On-Cycle AD End Month

Supporting Elements

Empl Record 0

Calendar Information Q | M 4 30f3lv
Calendar ID CG ACT 2019M04E Pay Group USCG
Segment Number 1 Version 1 Revision 1
Gross Result Value 3,020 875 usD Net Result Value 2,547 885 usD
Earnings & Deductions
B Q 117 of 17[v] | View 5
Element Results Components Retro Adjustments Deduction Arrears User Fields 113
Element Type Element Name Amount Description Instance Slice Begin ShiceEnd Resolution Details
Date Date
Earnings BAH 1317.00000053 Basic Allowance for Housing 0 06/16/2019 06/30/2019 Resolution Details ~
Earnings BAS 1846900005z Basic Allow for Subsistence 0 06/16/2019 06/30/2019 Resolution Details
Eamings BASIC PAY 1277.70000057 Basic Pay 0 08/16/2019 086/30/2019 Resolution Details
Earnings CSEAPAY 112.500000%7 Career Sea Pay 0 06/16/2019 06/30/2019 Resolution Details
Eamings CSEAPAY PREM 50.00000057 Career Sea Pay Premium 1 06/16/2019 086/30/2019 Resolution Details I

Continued on next page



Starting CSPP, cContinued

Procedures
continued
Step Action
20 | Career Sea Pay Premiumnosated inElement Asssignment By Paye@EABP)

in the Pay Processing Shortcpeyelet.

Pay Processing Shortcuts

Pay Calculation Results

One Time (Positive Input)

~
s ow

Element Assignment By Payee

21

Enter theEmpl ID and clickSearch

Element Assignment By Payee

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value |

* Search Criteria
Empl ID

Empl Record

Name

Last Name

Second Last Name
Alternate Character Name
Middle Name

Business Unit
Department Set ID

Department

[ICase Sensitive

Search Clear

begins with v |
-

begins with |
begins with v|
begins with|v|
begins with v|
begins with ﬂ
begins with ﬂ
begins with| |

begins with|v|

1234567

Basic Search & Save Search Crtena

Continued on next page



Starting CSPP, cContinued

Procedures
continued

Step Action
22 | Career Sea Pay Premium will be listedZ®EAPAY PREM. Verify theBegin

Dateis correctlf not correct, flollow the steps iBorrecting CSPRo fix.
Element Assignment By Payee

Bruce Wayne ID 1234567 Empl Record 0
Selection Criteria

Cat :
ategory { Select with Matching Criteria
Entry Type Element Name
As of Date Clear

Assignments

5 Q 1-14 of 14[V]
Elements Recipient (13
Element Name= Description Pr%er:isr Begin Date~ End Date~ Active Instance
CSEAPAY PREM | Career Sea Pay Premium 989) 04/11/2019 v 1
DMR Discount Meal Rate 999 11/18/2018 T4 7
DME Digenunt Mezl Rate 600 ORN12018 110212018 ¥, A

23 | When CSPP i8lOT started inatimely manner, &etro Delta CEA Pay
Premium is used to back pay. This can be founéay Calculation Results
link in the Pay Processing Shortcuts pagelet undedneings and Deductions
tab. In this case the member was suppose to start collecting CSPP in Sept¢
2018 but it was ot started until November 2018.

Element Results Components Retro Adjustments Deduction Arrears User Fields (13
Element Type Element Name Amount Description Instance gg‘:: Begin [s)g:: End Resolution Details
Earnings BAH 1302.000000%7 Basic Allowance for Housing 0 11/01/2018 11/15/2018 Resolution Details ~
Earnings BAS 184.7000005:] Basic Allow for Subsistence 0 11/01/2018 11/15/2018 Resolution Details
Earnings BASIC PAY 1185.1500005: Basic Pay 0 11/01/2018 11/15/2018 Resolution Details
Eamings CSEAPAY 112.50000057 Career Sea Pay 0 11/01/2018 11/15/2018 Resolution Details
Earnings CSEAPAY PREM 50.00000053 Career Sea Pay Premium 1 11/01/2018 11/15/2018 Resolution Details
Eamings DELTA CSEAP 0.000000%3 Retro Delta CSEA Pay Premium 0 11/01/2018 11/15/2018 Resolution Details
N cou PURSS Dt Deent n

Continued on next page



Starting CSPP, cContinued

Procedures
continued

Step Action
24 | Select theRetro Adjustments tab.

Element Results Components | Retro Adjustments I Deduction Arrears User Fields (13

Slice Begin Slice End

Element Type Element Name Amount Description Instance Resolution Details

Date Date

Earnings BAH 1302.000000%7 Basic Allowance for Housing 0 11/01/2018 11/15/2018 Resolution Details ~
Earnings BAS 184.7000005: Basic Allow for Subsistence 0 11/01/2018 11/15/2018 Resolution Details

Earnings BASIC PAY 1185.15000057 Basic Pay 0 11/01/2018 11/15/2018 Resolution Details

Eamings CSEAPAY 112.50000057 Career Sea Pay 0 11/01/2018 11/15/2018 Resolution Details

Earnings CSEAPAY PREM 50.00000053 Career Sea Pay Premium 1 11/01/2018 11/15/2018 Resolution Details

Eamings DELTA CSEAP 0.000000%3 Retro Delta CSEA Pay Premium 0 11/01/2018 11/15/2018 Resolution Details

Badinss cruy PV fe 1 4d4indm04 FPIITIEY Deaal o

25 | This member is du$106.67 Click Adjustment Detail.
Element Results Components Retro Adjustments Deduction Arrears User Fields 113

Calculation Base

Element Type Element Name Amount Adjustment Adjustment Unit Adjustment Adjustment Detail Resolution Details

Earnings BAH 1302.0000005] Resolution Details ~
Earnings BAS 184.7000005 Resolution Details

Earnings BASIC PAY 1185.15000057 Resolution Details

Earnings CLOTHING 21.4900005] Resolution Details

Earnings CONUS COLA 46.0000005] Resolution Details

Earnings CSEAPAY 112.56000005] Resolution Details

Earnings CSEAPAY PREM 50.0000005] Resolution Details

Earnings DELTA CSEAP 0.0000005] - Adjustment Detail Resolution Details

26 | SelectView All to see all the affected pay calendar results.
Results by Calendar Group

Delta Details
Empl ID 1234567 Name Bruce Springsteen
Empl Record 0
Calendar Group ID C118110 Description 201811 On-Cycle AD Mid Month
Calendar D CGACT 2018M11M Pay Group USCG
Element DELTACSEAP Description Retro Delta CSEA Pay Premium
Segment Number 1 Instance 0O
Delta Details |
HF Q 1-10f3v b M I| View All
. Segment 5
Source Calendar ID Period ID Source Element Number Currency  Amount Delta Base Delta Unit Delta
CG ACT 2018M0O9E A18MOSPRD2  CSEAPAY PREM 1 USD 6.6700005] 0.0000005] 0.000000
Return

Continued on next page



Starting CSPP, cContinued

Procedures
continued

Step

Action

27

Here is the expanded view of the 3 affected calendars with the u n t

equalling the $106.67 total.

D

Results by Calendar Group
Delta Details

Empl ID 1234567

Calendar Group ID C118110
Calendar D CG ACT 2018M11M
Element DELTACSEAP
Segment Number 1
Delta Details
T Q

Source Calendar ID Period ID Source Element

CG ACT 2018M0OSE A18MO9PRD2  CSEAPAY PREM
CG ACT 2018M10E A18M10PRD2  CSEAPAY PREM

CGACT 2018M10M  A18M10PRD1  CSEAPAY PREM

Return

Segment
Number

Currency

1 USD

1 USD

1 USD

Name

Empl Record
Description
Pay Group
Description
Instance

Amount Delta

6.6700005

50.0000005]

50.0000005]

Bruce Springsteen

0

201811 On-Cycle AD Mid Month

UsCG

Retro Delta CSEA Pay Premium

0

1-3 of 3[¥]

Base Delta

0.00000053

0.00000057

0.00000053

I Mew 1

Unit Delta

0.000000

0.000000

0.000000




Stopping CSPP

Introduction

This section provides th@ocedures for stopping Career Sea Pay

Premium in Direct Access. SPOs should manually stop Career Sea

Premium upon the

member 6s depa

(with no intention to return) or when a member departs a vessel (TD

leave, etq.for longer than 30 days.

Procedures See below.
Step Action
1 | SelectElement Assignment by Payee (EABRh the Pay Processing Shortcut

agelet.

Pay Processing Shortcuts

- GO

Pay Calculation Results I Element Assignment By Payee I

One Time {Positive Input)

Enter theEmpl ID and clickSearch

Element Assignment By Payee

Find an Existing Value
¥ Search Criteria

Enter any information you have and click Search. Leave fields blank for a list of all values.

Empl ID | begins withﬂ |123458?

Empl Record | = [v]
Name | begins with|v|
Last Name | begins with|v/|
Second Last Name | begins with[v|
Alternate Character Name | begins withﬂ
Middle Name | begins with[V]
Business Unit | begins withﬂ
Department SetID | begins with[v]

Department | begins with|V/|

CJcCase Sensitive

Clear Basic Search B Save Search Criteria

Continued on next page



Stopping CSPP, continued

Procedures
continued
Step Action
3 | If applicable, select thExpand All icon to find the opeSEAPAY PREM
Instance number.
Element Assignment By Payee
Bruce Lee ID 1234567 Empl Record 0
Selection Criteria
Category | Select with Matching Criteria
Entry Type Element Name
As of Date Clear
Assignments
B Q 1-23 of 23[v|
Elements Recipient E
Element bame Description Pr%creas:; Begin Date~ End Date= Active Instance
CSEAPAY PREM | Career Sea Pay Premium 999 071272018 v ~
CSEAPAY PREM Career Sea Pay Premium 999 06/12/2015 06/29/2018 v
CSEAPAY PREM Career Sea Pay Premium 999 08/01/2013 06/05/2015 v
AR Niscnunt hMeal Rat Q60 11M2/2018 o
4 | Take note of th8egin Dateandinstance Number.
Assignments
B Q 1-23 of 23[v]
4l
Element Name= Description Pr%cr:ls:r Begin Date~ End Date= Active Instance Recipient Tag
CSEAPAY PREM Career Sea Pay Premium 999§ 07/12/2018 ] 3 A
CSEAPAY PREM Career Sea Pay Premium 999 06/12/2015 06/29/2018 A 2
CSEAPAY PREM Career Sea Pay Premium 999 08/01/2013 06/05/2015 o 1

Continued on next page



Stopping CSPP, continued

Procedures
continued

Step

Action

5

On the Home page, click on tRequeststab and seled®ay Correctionsin the
pagelet.

Payroll Requests
My Page Self Service

Self Service Requests
Submit an Absence Request
View My Absence Requests

View My Requests (all types)

Submit a Drill Request

Payroll Requests

View My Requests

Civilian Clothing Allowance
Officer Uniform Allowance
Foreign Language Pay

Family Separation Allowance
Advance Liquidation Schedule
Meal Rate

Hostile Fire Pay

Career Sea Time

Career Sea Pay Premium
Hardship Duty Pay
Responsibility Pay Override
Approved Absence Corrections
PHS Installment Special Pay
EBDL Completion

Proxy - BRS Enrollment

Proxy - Continuation Pay

MNon-Chargeable Absence

Request Reports

Absence Request Listing

MNon-Chargeable Absence Counts

<
Non-Chargeable Absence Request
Submit a Delegation Request
PHS Submit Retirement Docs

User Access Request

O

Absence Request

Suppl Clothing Allowance
Diving Duty Pay
Hazardous Duty Pay
Advance Pay

SDAP

Cadet ICA

Combat Tax Exclusion
Career Sea Time Overmide
Balance Adjustment
Career Sea Pay on TDY
Cadet COMRATS

PHS Monthly Special Pay
Remove EBDL Completion
Proxy - BRS Disenroliment
TSP Adjustment Request

~
~

SPO Pending Transaction Report

Ow

Enter theEmpl ID and clickAdd.

Add Action Request

Add a New Value

Empl ID[1234567

S

Empl Record 0Q

Add

Continued on next page



Stopping CSPP, continued

Procedures
continued

Step

Action

7

Select thPay Elementlookup icon.

1.
5.

Action Request
Submit Pay Correction

Lee, Bruce

Assignment by Payee link on the home page.

submitted.

comect information.
Press Submit.

Request Details

Pay Element:

Instance #:

New Begin Date: ]
New End Date: Ei

. Choose the Pay Element and Instance to correct. View a member's pay elements and instance numbers using the Element
. Press Get Details button. If no results appear, the Pay Element - Instance # combination is invalid and will not be able to be
. Enter a new Begin Date andfor End Date. Choose "Yes" in the Cancel dropdown if member was NEVER entitled to the pay
element. This will cancel the pay element and uncheck the Active box in EABP. Note: Cancelling an instance of a pay element

will retroactively reverse all amounts paid or deducted in prior finalized calendars.
If an amount andfor a supporting value must be comrected, stop or cancel the pay element and create a new request with the

@ Cancel:

SelectCSEAPAY PREM from the list.

Look Up Pay Element

Search by: [Element Name v |begins with||
Look Up
Search Results

Cancel | Advanced Lookup

OPV
SDAP
VSP

View 100 First ‘4’ 121021 '} Last
Element Name Dezcription

BCP Board Certified Pay
COLA UNIQUE  COLA Unigue
COMRATS Meal Allowance for Cadets
CREW FLT PAY Crew Flight Pay
CSEAPAY Career Sea Pay

IEEAPAY PREM Career Sea Pay Premium |
DIVING DUTY Diving Duty Pay
DMR Discount Meal Rate
DMR REFUND DMR Refund
FDHDIP Flight Deck Hazardous Duty Pay
FOR LANG PAY Foreign Language Proficiency
FSA Family Separation Allowance
HARDSHIP PAY Hardship Duty Pay - Location
HDIP HDIF Visit Board Search Seizur
HFF IDP Hostile Firefimminent Danger

HLTH INC PAY  Health Profession Incentive
HLTHBRDCERT Health Profession Board Crt IP
NON CREW PAY Non-Crew Flight Pay

OptometristVeterinarian Pay
Special Duty Assignment Pay
Variable Special Pay

Help

.:EI

Continued on next page



Stopping CSPP, continued

Procedures
continued

Step Action

9 Enter thenstance #and theNew End Date Click Get Details

Action Request
Submit Pay Correction

Lee, Bruce

1. Choose the Pay Element and Instance to correct. View a member's pay elements and instance numbers using the Element
Assignment by Payee link on the home page.

2. Press Get Details button. If no results appear, the Pay Element - Instance # combination is invalid and will not be able to be
submitied.

3. Enter a new Begin Date and/or End Date. Choose "Yes" in the Cancel dropdown if member was NEVER entitled to the pay

will retroactively reverse all amounts paid or deducted in prior finalized calendars.

4. |f an amount and/or a supporting value must be comrected, stop or cancel the pay element and create a new request with the
correct information.

5. Press Submit.

Request Details

Pay Element: CSEAFPAY PREM Q Cancel: hd
Instance #: Iz ]
New Begin Date: E‘j

08/15/2019  [[51]

New End Date:

l Get Details 1

glement. This will cancel the pay element and uncheck the Active box in EABP. Note: Cancelling an instance of a pay element

10

Add anyCommentsand clickSubmit.

Request Information

Current Begin
Date:
Current End Date:
Amount: CALCULATED BY GLOBAL PAYROLL

Active?: YES

071272018

Comment: Stopping Career Sea Pay Premium due to separation.

Resubmit Withdraw

| Submit I

11

The transaction is noRendingapproval.

Submit

Resubmit Withdraw

Request Status

Pending

Multiple Approvers
CGHRSUP for User's SPO

() View/Hide Comments

Comments

Bruce Lee at 08/12/19 - 2:41 PM
Stopping Career Sea Pay Premium due to separation.




Correcting CSPP

Introduction

Information

Procedures

This section provides the procedures for correcting CSPP in DA.

1 If CSPP was submitted and approved with an incorrect date, it can
corrected using the Pay Corrections in the Request tab.

1 No correction can be made to a Sthat has NOT processed throug
a payrollcalculation yet. To correct action that has NOT been fully
processed yet, cancel it and resubmit it with the correct informatior

1 If cancelling a transaction due to the needawext a date, be sure to
input the new transaction in the same pay cye#éncelling an
instance of any pay element will retroactively reverse bamounts
paid or deducted inprior finalized calendars.

See below.

Step

Action

1 | SelectElement Assignment by Payee (EABR the Pay Processing Shortcut
agelet.

Pay Processing Shortcuts
Pay Calculation Results I Element Assignment By Payee I

One Time (Positive Input)

- O

2 | Enter theEmpl ID and clickSearch

Element Assignment By Payee
Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value
¥ Search Criteria

Second Last Name  begins with|v|

Alternate Character Name | begins with[\v|

Department SetID  begins with *v| Q

[JCase Sensitive

I Search I Clear Basic Search &' Save Search Criteria

Empl ID | begins with[v/] |1234557 |

Empl Record | = v
Name  begins with[™|

Last Name  begins with V|

Middle Name  begins with v|

Business Unit  begins with V|

Department  begins with /| Q

Continued on next page



Correcting CSPP, continued

Procedures
continued

Step

Action

3 Get thelnstance numberfor the CSEAPAY PREM that needs modified.

Element Assignment By Payee

T

Selection Criteria
Category
Entry Type

As of Date

Assignments
B Q

ar
Element Name= Description

CSEAPAY PREM Career Sea Pay Premium

nR DNiecaunt Meal Rata

ID 1234567

Element Name

Process = -
Order Begin Date~

End Date~ Active Instance Recipient Tag

Empl Record Q

Select with Matching Criteria

Clear

1-33 of 33]v|

999 06/24/2019 “

9Qa  11/18/2018 ]

Self Service Requests
Submit an Absence Request
View My Absence Requests

View My Requests (all types)

Submit a Drill Request

Payroll Requests

View My Requests

Civilian Clothing Allowance
Officer Uniform Allowance
Foreign Language Pay
Family Separation Allowance
Advance Liquidation Schedule
Meal Rate

Hostile Fire Pay

Career Sea Time

Career Sea Pay Premium
Hardship Duty Pay
Responsibility Pay Override
Approved Absence Corrections
PHS Installment Special Pay
EBDL Completion

Proxy - BRS Enrollment

Proxy - Continuation Pay

Mon-Chargeable Absence

Request Reports

Absence Request Listing

Mon-Chargeable Absence Counts

4 | On the Home page, click on tRequestgab and seled®ay Correctionsin the
Payroll Requests pagelet.

My Page Self Service

c Bv
MNon-Chargeable Absence Request
Submit a Delegation Request
PHS Submit Retirement Docs

User Access Request

Q
o
4

Absence Request

Suppl Clothing Allowance

Diving Duty Pay

Hazardous Duty Pay

Advance Pay

SDAP

Cadet ICA

Combat Tax Exclusion

Career Sea Time Override

Balance Adjustment
[ForEomm]

Career Sea Pay on TDY

Cadet COMRATS

PHS Menthly Special Pay
Remove EBDL Completion
Proxy - BRS Disenrollment
TSP Adjustment Request

- f#v

SPO Pending Transaction Report

Continued on next page



Correcting CSPP, continued

Procedures
continued

Step Action
5 | Enter theEmpl ID and clickAdd.

Add Action Request

Add a New Value

Empl ID[1234567 |
Empl Record 0Q

Add

6 | Select theCSEAPAY PREM from the lookup icon. Enter tHastance #and
click Get Details

Action Request
Submit Pay Correction
Banner, Bruce R.

1. Choose the Pay Element and Instance to correct. View a member's pay elements and instance numbers using the Element
Assignment by Payee link on the home page.

2. Press Get Details button. If no results appear, the Pay Element - Instance # combination is invalid and will not be able to be
submitted.

3. Enter a new Begin Date and/or End Date. Choose "Yes" in the Cancel dropdown if member was NEVER entitled to the pay
element. This will cancel the pay element and uncheck the Active box in EABP. Note: Cancelling an instance of a pay element
will retroactively reverse all amounts paid or deducted in prior finalized calendars.

4. If an amount andfor a supporting value must be corrected, stop or cancel the pay element and create a new request with the
correct information.

5. Press Submit.

Request Details

Pay Element: CSEAFAY PREM Q Cancel: hd
Instance #: 1

New Begin Date: i

New End Date: El

Get Details

Continued on next page



Correcting CSPP, continued

Procedures
continued

Step

Action

7

If deleting the transaction, click the drdpwn arrow in the&Cancellist and
select YESUse ONLY when a member wasn't entitled or if the transaction
has NOT been processed through a payroll calculation yet.

Enter aCommentto support the action request. Cligkbmit.

Action Request
Submit Pay Correction
Ba

er, Bruce

Choose the Pay Element and Insiance to correct. View a member's pay elements and instance numbers using the Element
Assignment by Payee link on the home page.

1

2. Press Get Details button. If no results appear, the Pay Element - Instance # combination is invalid and will not be able to be
submitted.

3. Enter a new Begin Date and/or End Date. Choose "Yes" in the Cancel dropdown if member was NEVER entitied to the pay
element. This will cancel the pay element and uncheck the Active box in EABP. Note: Cancelling an instance of a pay element
will retroactively reverse all amounts paid or deducled in prior finalized calendars

4. If an amount and/or a supporting value must be corrected, stop or cancel the pay element and create a new request with the
corect information.

5. Press Submil.

Request Details
Pay Element: CSEAPAY PREM Q Cancel: YES |
Instance #: 1
New Begin Date: Eﬂ
New End Date: el
Get Details

Request Information
Current Begin 06/24/2019
Date:

Current End Date:

Amount: CALCULATED BY GLOBAL PAYROLL
Active?: YES
Comment: [Stopping Career Sea Pay Premium due 1o error in submission
I Submit I Withdra

If correcting the transaction or stopping the entitlement, enter the chierect
Begin Dateor New End Date(required if stopping). Use this when the
transaction has already processed through a paytolilaaon. Enter a
Commentto support the action request. Cligkbmit.

Action Request
Submit Pay Correction
Bal

er,

Choose the Pay Element and Instance to correct. View a member's pay elements and instance numbers using the Element
Assignment by Payee link on the home page.

1

2. Press Gel Details button. If no resulis appear, the Pay Element - Instance # combination is invalid and will not be able to be
submitted
3. Enter a new Begin Date and/or End Date. Choose "Yes" in the Cancel dropdown if member was NEVER entitled to the pay
element. This will cancel the pay element and uncheck the Active box in EABP. Note: Cancelling an instance of a pay element
will retroactively reverse all amounts paid or deducted in prior finalized calendars
4. If an amount and/or a supporting value must be corrected, stop or cancel the pay element and create a new request with the
correct information.
5. Press Submit.
Request Details
Pay Element:  [CSEAPAY PREM Q. cancer
Instance #: 1
New Begin Date: |06/2012019 |[:i)
New End Date: Bl
Get Details

Request Information
Current Begin 06/24/2019
Date:
Current End Date:
Amount: CALCULATED BY GLOBAL PAYROLL

Active?: YES
Comment: [orrecting start date to 6/20/19.
I Submit I Resubmit Withdraw

Continued on next page



Correcting CSPP, continued

Procedures
continued
Step Action
9 | The transaction is noRendingapproval.

Request Status:'Pending
1

Pending
Multiple Approvers

CGHRSUP for User's SPO
Comments

Bruce R. Banner at 08/12/19 - 2:55 PM
Correcting start date to 6/20/19.

() View/Hide Comments




Adding/Correcting Retro Active Neutral (Stop) Time Rows

Introduction This section provides the procedures for correcting/adding Neutral F
to prevent a lapse in CSPP eligibility. This process involves sequent
steps andlirect contact between the SPO Technician an8PO

Auditor .
Information This example is an additcof a retro Neutral time transaction: If a
member i s attending AAO0O school

vesselthere will bea need for a Neutrdlime Row to maintain CSPP
eligibility. A member departthe CGC POLAR STAR for ‘ASchool on
06/03/2019. He then reports the CGC FINBACK on 09/02/2019he
neutal row should be from 06/04/2019 to 09/01/2019. However, DA
will not allow a SPO to input the Neutral time rd&caus¢he member
was not technically assigned to a vessel during thabghdétrimust be
added after the member reports to the new vessel.

IMPORTANT  The accuracy of neutral rows is very important to ensure sea pay/pa
premiumcontinues calculating and payiogrrectly in Direct Access
(DA). PPC is unable to correct incorredutral rows entered at the
P&A/SPO level.

Continued on next page



